
 

 

  

 

 
 

 

 

 

State of Illinois  
General Navigation  Manual  

# 17 V1 

 

 

 



 

2 | P a g e 
 

TABLE OF CONTENTS 
BidBuy General Overview ................................ ........................  4 

Overview & Outcomes ................................ ............................  6 

BASIC PURCHASING USER (INTERNAL) ................................ .............  6 

DEPARTMENT ACCESS USER (INTERNAL) ................................ ...........  6 

Understand Home Page Navigation ................................ .............  8 

ROLE TABS ................................ ................................ .......  8 

HEADER MENU ................................ ................................ ...  9 

Header Menu: NIGP Code Browse ................................................................................. 9 

Header Menu: My Account .......................................................................................... 10 

Header: Customer Service ........................................................................................... 17 

Header: About Tab ....................................................................................................... 18 

Header Menu: Current Organization ........................................................................... 18 

Header Menu:  System Date & Time ........................................................................... 19 

Header Menu:  Advanced Search ................................................................................. 20 

Header Menu:  Advanced Search: Bids ........................................................................ 21 

Header Menu:  Advanced Search: Commodity Codes ................................................. 22 

Header Menu:  Advanced Search: Contract/Blankets ................................................. 23 

Header Menu:  Advanced Search: Items...................................................................... 23 

Header Menu:  Advanced Search: Purchase Orders .................................................... 24 

Header Menu:  Advanced Search: Quotes ................................................................... 25 

Header Menu:  Advanced Search: Requisitions ........................................................... 26 

Header Menu:  Advanced Search: Vendors ................................................................. 26 

Header Menu:  Help ..................................................................................................... 27 

Header Menu:  Log Out ................................................................................................ 28 

NAVIGATION MENU ................................ .............................  28 

Navigation Menu: Home .............................................................................................. 28 

Navigation Menu:  Items .............................................................................................. 29 

Navigation Menu:  Documents .................................................................................... 29 

Navigation Menu: Quick Buy........................................................................................ 35 

CONTROL CENTER ................................ ..............................  36 

Control Center: News ................................................................................................... 36 



 

3 | P a g e 
 

Control Center: Dashboard .......................................................................................... 37 

Control Center: Reqs .................................................................................................... 38 

Control Center: Bids ..................................................................................................... 40 

Control Center: PO ....................................................................................................... 43 

Control Center: Approval ............................................................................................. 45 

Control Center: Receiving (Not used by the State) ...................................................... 46 

Control Center: Reminders .......................................................................................... 46 

Control Center: System Messages ............................................................................... 47 

Appendix A: Unit of Measure Descriptions ................................ ...  51 

Appendix B: Forms By Process ................................ .................  52 

Appendix C: Custom Columns ................................ ..................  56 

 

 

 

 

 

 

 

 

The information contained in this document is a general guideline for the processing of 
procurements using the State of Illinois BidBuy system.  State of Illinois procurements must be 
conducted in accordance with applicable statutes and rules, including the Illinois Procurement 
Code.  For any questions, please contact your Agency Procurement Officer (APO) or State 
Procurement Officer (SPO). 

 

Note:   If not an AIS Agency, some fields in the screen shots may not be available to you. 
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Overview & Outcomes 

This document is a reference guide to BP and DA users to enable the users to navigate the BidBuy 
application.  For the purposes of this document, the primary focus will show the BP user access, but will 
note the differences in BP and DA access when applicable.  For additional detail for each role, see the 
online help, or question mark icon, for role specific help.  

Basic Purchasing User (Internal)  

The Basic Purchasing User can create and process different types of requisition documents (open 
market, release, and demand), create and process formal and informal bid documents and create and 
process different types of purchase order and change order documents as listed below: 

× Release Requisition ς Release off Master Blanket 

× Open Market Requisition ς RFP, IFB, Create Blanket Contract, formal solicitation and small 

purchase 

× Demand Requisition ς Survey 

× Open Market Bid (formal) - RFP, IFB, Create Blanket Contract 

× Informal Quote ς Small Purchase (from Open Market Requisition) 

× Blanket Purchase Order ς term contract agreement 

× Open Market Purchase Order - RFP, IFB, Create Blanket Contract, small purchase 

× Assign Approvers 

× Approve documents 

Department Access User (Internal)  

The Department Access User can create and process requisition documents (open market and release), 
approve documents, initiate change orders as listed below: 

× Release Requisition ς Release off Master Blanket 

× Open Market Requisition ς RFP, IFB, Create Blanket Contract, formal solicitation and small 

purchase 

× Informal Quote ς Small Purchase (from Open Market Requisition) 

× Approve documents 
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Understand Home Page Navigation 

Under the Basic Purchasing or Department Access tab, the home page is divided into four areas:  

1. Role Tabs ς User role controls access in the system. Tabs will only appear if the user has more 

than one role assigned. 

2. Header Menu ς NIGP browse, account setup, search, help manual, and exit 

3. Navigation Menu ς navigate to Home Page, Items search, Documents, Vendors and Quick Buy  

4. Control Center ς fluid navigation of News, Reqs, Bids, POs, Approvals and Reminders 

 

Role Tabs, Header Menu and General Navigation Menu are consistent for each screen. Control Center 
is a summary of BidBuy activity and is fluid depending on updates that are dynamically created by each 
section. 

Role Tabs 

If the user has multiple roles within BidBuy (for example you are a Basic Purchasing User as well as a 
Department Access User for the State), the user sees tabs as indicated below.  Each role within the 
application has its own control center.  For more information on the control center, see the Control 
Center section.  

1. Click Basic Purchasing tab 

 

 

If the User has one role, then the role tab does not appear. 



 

9 | P a g e 
 

 

Header Menu  

The Header Menu is static and always displayed at the top of each page. This menu allows the user to 

access: 

× NIGP Code Browse 

× My Account 

× Customer Service 

× About 

× Current Organization 

× BidBuy Date Time 

× Advanced Search όŦƻǊ ǘƘŜ ǳǎŜǊΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴύ 

× Help Manual (role specific) 

× Reporting Dashboard (access dependent on State configuration) 

× Ad Hoc Reporting (access dependent on State configuration) 

× Form Builder (access dependent on State configuration) 

× Administrative Reports (access dependent on State configuration) 

× Document Dashboard ς not used by State 

× G2B shopping cart ς not used by State 

× System Exit 

 

Header Menu: NIGP Code Browse  

The NIGP Code Browse link bar allows a search of commodity codes by Class and Class Item codes set up 
and maintained in the BidBuy database.  

The NIGP Commodity/Services Code is an acronym for the National Institute of Governmental 
Purchasing Commodity/Services Code. The NIGP Code is a coding taxonomy used primarily to classify 
products and services procured by state and local governments in North America. It is used by the State 
of Illinois to classify goods and services during procurement. 

1. Click NIGP Code Browse on Header Menu 

2. Select NIGP Class code from pulldown menu 

3. Select NIGP Class Item from  

4. Enter NIGP Keyword to search for a certain code 

5. Select search type criteria by Search using drop-down 
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6. Click Search to execute search          

          

7. To browse all NIGP Class codes, scroll-down to NIGP Code Browse 

8. Click NIGP Class code to view NIGP Class Item   

 

Header Menu: My Account  

My Account allows the user to update their user profile.   

The State uses NIGP Class codes and NIGP Class Items ς 5 digit NIGP codes. 
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1. Click My Account on Header Menu 

1. Click Edit to change user profile information 

2. Update information 

3. Click Reset to clear all fields 

4. Click Save and Exit to leave the page 

5. Click Save & Continue to save and add more information 

6. Click Cancel & Exit to remove updates and leave the page  
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Password Reuse 

When a user attempts to change their password with a previously used password, the BidBuy Password 
Reuse Prevention feature will check the number of resets allowed prior to permitting reuse.  
 

 
1. Click on My Account to edit Password or other account information.  

 
2. Click Edit and BidBuy will direct the user to My Information page 

 

The State of Illinois requires users not be able to reuse the past 12 passwords. 
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3. Re-enter new password in Confirm Password  

 

System will display Error if the password was previously used. 
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Set/Clear Proxy User  

Use the Proxy User dropdown menu to designate a BidBuy user access to approve documents on your 
behalf in BidBuy.  The Proxy is required to have rights to approve documents in BidBuy.  When  Ψ!ŎǘƛǾŀǘŜ 
tǊƻȄȅ ¦ǎŜǊΩ ƛǎ ŎƘŜŎƪŜŘΣ ǘƘŜ proxy will see documents ready for your approval available in their Approvals 
tab and receive emails when new approvals are submitted to you. 

 
1. Click on My Account to designate a Proxy User 

2. Click Edit system will direct user to My Information page 

 
3. Select a proxy user from drop down Proxy User 
4. Select Activate Proxy User  
5. Click Save & Exit to save and exit 
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6. Click Save & Continue to save and continue 

 
7. Click OK on pop up to confirm change 
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Set Default Homepage Tab  

The Basic Purchasing or Department Access User may select a tab to start on when logging into the 
ǳǎŜǊΩǎ home page. Use the dropdown menu to designate the preferred document type to default to 

upon viewing the home page. Click My Account to edit user Password 

 
1. Click Edit and the system will direct the user to My Information page 
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2. Select Default Homepage Tab for Basic Purchasing role from drop down 
3. Select Default Homepage Tab for Department Access role from drop down 
4. Select Default Homepage Tab for Inquiry role from drop down 

 

5. Click Save & Exit to save and exit 
6. Click Save & Continue to save and continue 

 

 
 

Header: Customer Service   

The customer service screen allows the user to contact local BidBuy Support for additional information 

or for assistance with some of the items that are found in the BidBuy application.  

 

Help will be configured to send an email to il.bidbuy@illinois.gov. 

The Default Homepage is only available for the Roles the user has in BidBuy.  Example, if the 
ǳǎŜǊ ƛǎ ƻƴƭȅ ŀ .t ǳǎŜǊΣ ǘƘŜȅ ǿƛƭƭ ƻƴƭȅ ǎŜŜ ǘƘŜ ƻǇǘƛƻƴ ŦƻǊ ά5ŜŦŀǳƭǘ IƻƳŜǇŀƎŜ ¢ŀō ŦƻǊ .ŀǎƛŎ 
Purchasing. 

mailto:il.bidbuy@illinois.gov
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Header: About Tab  

The screen shows the current version of BidBuy. 

1. Click About 

2. Click OK to exit 

 

Header Menu: Current Organization  

For the State of Illinois, each organization corresponds to a State Agency.  For users who have access to 
multiple organizations, the Current Organization will display the organization that the user is currently 
logged into.  Access to other organizations may be granted by administrators to either BP or DA Users.  
 
If the user has access to multiple organizations, they can change the current organization by clicking on 
the lookup icon. 
 

1. Click cross-arrows 

  
2. To search for an Organization, enter search criteria  

3. Click Find It 

4. Select button next to organization 

  














































































